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OPNAV | NSTRUCTI ON 3104. XX

From Chief of Naval Operations
To: All Ships and Stations (less Marine Corps field
addressees not havi ng Navy Personnel attached)

Subj:  NAVAL VI SUAL | NFORVATI ON COVBAT CAMERA PROGRAM POLI CY AND
RESPONSI BI LI TI ES

Ref : (a) Assistant Secretary of Defense Meno Subj: Managenent
of Federal Information Resources of 5 March 1996
( NOTAL)

(b) SECNAVI NST 3401. ( NOTAL)

(c) DOD Directive 8000.1 ( NOTAL)
(d) OPNAVI NST 4000. 84 ( NOTAL)
(e) OPNAVI NST 4860. 7B

(f) SECNAVI NST 5212.5C

(g) OPNAVI NST 5430. 48B ( NOTAL)
(h) OPNAVI NST 5450. 225 ( NOTAL)

Encl: (1) Conmttees
(2) Definitions

1. Purpose. |Inplenent the audiovisual/Visual |Information Conbat
Canera aspects of references (a) through (h); to provide policy
gui dance necessary to achieve the vision of the annual Navy Vi
Strategic Plan: to establish Navy Visual Information (VI) Conbat
Canera (COMCAM Prograns; to establish the Navy Vi sua
Information Steering Commttee; to authorize publication of
instructions to inplenent Navy VI Managenent, |nmagery Managenent,
VI Equi pnrent Managenent, AV and VI Production Managenent, and
Navy Conmbat Canmera (COMCAM Program and, to assign
responsibilities for the inplenentation of the Naval Visual

| nfformati on Program (NAVIP). This is a new instruction and
should be read inits entirety.

2. Background.
a. The 1995 DoD VI Functional Process |nprovenent (FPIl)
Study confirnmed that fundanental changes and conti nui ng process

i nprovenents to Departnent of Defense (DoD) and Navy VI support,
managenent and COMCAM resources are required.

Encl osure (1)
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b. The new NAVIP provides broad policy guidance. It
i npl enents the VI and audi ovi sual rel ated aspects of references
(a) and (b) plus pertinent provisions of the rescinded OVB
Crcular A-114, which were incorporated into the encl osure of
reference (a) (e.g. OMB Circular A-130).

c. Also addressed are changes in the forner Naval | nmaging
Program (NAVI MP) which resulted fromthe 1992 Auditor Ceneral of
the Navy report which recomended transferring responsibility for
VI equi pnent requirenents, validation, priorities, funding and
procurenent fromthe Naval Air Systens Command to the Major
Cl ai mant s.

3. Applicability and Scope. This instruction applies to al
Navy activities. The NAVIP includes still and notion inmagery,
audi o, graphic arts, visual aids, nodels, displays, visua
presentation services, and the processes and resources that
support them It also enconpasses the DoD term “Vi sual
Information (VI).” Enphasis is placed on controlling
proliferation of facilities, equipnent, manpower, products,
productions and servi ces.

4. Definitions. See enclosure (2).
5. Mssion and Role of Naval VI |Is to Provide:

a. Visual Information Docunentation (VIDOC) to include:
Conmbat Canera Docunentation (COMCDOC), Operational Docunentation
(OPDOC), Technical Docunentation (TECHDOC), and related functions
usi ng notion video, still imaging, audio, graphics and other Vi
syst ens;

b. Ship/Shore VI Support Centers (VISC) and VI Activities
whi ch provide products and services including: notion video,
still imaging, graphics (including conputer graphics for Vi
purposes, VI library, presentation services, and other specific
VI services needed at base | evel and afl oat.

c. VI products (imaging and graphics) and audi ovi sual (AV)
productions in support of Navy operations, education and
training, internal and external information and other functions;

d. VI products to the DoD Records Center;

e. VI functions in support of specific requirenents of video
tel econferencing (VTC) (including video teletraining and

Encl osure (1)
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tel emedicine), interactive courseware (I CW, direct broadcast
system (DBS) and ot her conputer/tel ecomuni cations/visua
i nformati on based technol ogy systens.

6. Policy

a. A flag officer shall be designated to provide oversight
and to establish, maintain, evaluate, and manage the NAVI P and
its resources, including the Navy COMCAM Program I n addition
to establish and sponsor the Navy Visual Information Steering
Comm ttee (NAVI SC) which makes recommendations on VI policy and
standards. The NAVISC will consist of representatives as
outlined in enclosure (1).

b. The Navy will maintain sufficient dedicated resources to
provi de COVDOC capabilities as required by DoD in accordance with
reference (b) and this instruction to support both Navy and Joi nt
requirenents.

c. Each Major Caimant wll maintain a Major d ai mant VI
Managenent O fice (MCVI MO at the headquarters level, and wll
ensure all aspects of the NAVIP are nmanaged and operated in
accordance wth the instructions authorized in paragraph 1

d. Navy Major claimants will provide the resources to
mai nt ai n:

(1) General VI support of Navy requirenents for VI
docunent ati on, production, distribution, records centers, and
uni t/base/installation | evel support;

(2) General VI support for Navy education and training,
and internal and external information requirenents;

(3) Training opportunities and career progression for
Navy VI personnel;

(4) VI personnel required to support afloat and overseas
commtnents on a rotational basis;

(5) As appropriate, dedicated VI support of such
activities as nedical; intelligence; reconnai ssance and
surveil l ance; and research, devel opnent, test, and eval uation
( RDT&E) .

e. Mjor Caimnts shall separately budget and account for

VI support and equi pnent by adhering to NAVCOWT and Navy
Accounting and Finance Center regul ations, except for D gital

3
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Photo Lab (DPL) equi pnent and systens for aircraft carrier (CV)
photo | abs supported by Program Executive Ofice for Tacti cal
Aircraft Systens (PEOTACAI R (PVMA-241)).

f. Per reference (b) and the Navy VI Managenent Instruction
authorized in paragraph 1, VI activities shall be consoli dated
into as few activities as possible wwthin each installation or
metropolitan area. Were physical consolidation is not feasible
or econom cal, these activities shall be managed centrally.

Joint Visual Information Services (JVIS) may be managed
separately.

g. The managenent and operations of VI imaging and graphics
activities shall be in accordance with the I magery Managenent
I nstruction authorized in paragraph 1

h. Visual Information equipnment shall be managed in
accordance wth the VI Equi pmrent Managenent |nstruction
aut hori zed i n paragraph 1.

i. Visual Information and Audi ovi sual (AV) productions shal
be managed in accordance with the AV and VI Production Managenent
I nstruction authorized in paragraph (1).

] . Conmbat Canera Operations shall be managed in accordance
wi th the Navy Conbat Canera (COMCAM Program | nstruction
aut hori zed i n paragraph 1.

k. Visual Information resources, facilities and production
requi renents common to ot her DoD conponents shall be coordi nated
to ensure optinmum use.

|. Defense Visual Information centers (DVIC) and DoD Vi
product distribution centers shall be supported and used.

m Operational test and evaluation of VI equipnment shall be
coordinated with NO9C4 to elimnate unnecessary duplication.

7. Responsibilities
a. Chief of Naval Operations (CNO
(1) The Special Assistant for Public Affairs Support

(NO9C/ Chi ef of Information (CHI NFO) consistent with reference
(b) shall:

Encl osure (1)
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(a) Serve as the flag officer for Navy VI COMCAM to
i ssue policies, guidance, direction, planning, assessnent, and
procedures and to inplenment the VI and audi ovi sual aspects of the
i nstructions authorized in paragraph 1

(b) Monitor planning and progranm ng for VI COMCAM
resour ces.

(c) Serve as COMCAM warfare sponsor as delineated by
reference () (OPNAVINST 3501. 320)

(d) Serve as the primary advisor for the
Phot ogr apher’s Mate (PH) rating.

(2) The Assistant for Navy Visual Information (NO9CA)
shal | advise and assist NO9C in inplenenting VI COMCAM pl ans and
policies and provide oversi ght and evaluation for the
effectiveness of VI COMCAM Prograns. (See the instructions
aut hori zed i n paragraph 1.)

b. The Commander in Chief, U S Atlantic Fleet
(CI NCLANTFLT), Commander in Chief, U S. Pacific Fleet
(Cl NCPACFLT), and Conmander, Naval Reserve Forces ( COWAVRESFOR)
shal | each conply fully wth the provisions of the Navy Conbat
Canera (COMCAM) Program Instruction and shall:

(1) Establish, nmaintain, and pronulgate a Strategic
Pl anni ng Process that pronotes the VI process, as stated in the
DoD VI Functional Process |nprovenent Study, and supports
val i dated Operating Forces m ssions and objectives.

(2) Provide the resources to maintain rapid depl oynment
COMCAM units to support the National Command Authority (NCA), the
Chai rman of the Joint Chiefs of Staff, the MLDEPS, and the
Uni fied Conbatant Commands with a directed i magery capability in
support of operational and planning requirenents during worl dw de
crises, contingencies, exercises, and wartine operations.

(3) Develop, maintain, train and equi p COMCAM r esour ces
to provide visual based docunentation of all phases of naval,
joint and conbi ned operations, energencies, exercises, and
related activities, as directed.

(4) Develop and maintain Organic (see enclosure (2))
rapi d depl oynent COMCAM VI resources to support mlitary
oper ati ons, exercises, energencies, and related activities
before, during, and after mlitary engagenents.
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(5) Ensure Navy COMCAM resources are nade available to
navy and Joint commanders at all echelons to neet Joint
requi renents such as State Funeral Plans and augnentation of the
Joi nt Conbat Canera Center.

(6) Integrate planning concerned with inplenenting
operations and managenent actions (Deliberate Planning) for Navy
COMCAM Program wi t h ot her Navy pl anni ng systens.

(7) Ensure sufficient COMCAM resources are available to
fulfill Force Package requirenents to support mlitary operations
detail ed and tasked via the Joint Operations Planning and
Execution System (JOPES).

c. Mjor Caimant. Each Major d aimant shall:

(1) Maintain a MCVIMO to be responsible for all WV
matters and inplenent all VI policy and procedures issued by
NO9CA.

(2) Ensure a Visual Information Manager (MM is
desi gnat ed at subordi nate commands and activities to adm nister
and manage VI within the conmand.

(3) Recommend the establishnment and deactivation of VI
activities.

(4) Ensure the nmai ntenance of VI Equi pnent and Materi al
Al | owance Lists for subordi nate comuands.

(5) Ensure proper and effective use of VI resources
t hrough annual reviews and periodic on-site inspections.

(6) Ensure review of VI and AV productions for subject
matter accuracy and policy conpliance and provi de validated VI
production requirenents to NO9C4 for the Naval Annual VI
Producti on Program

(7) Plan, budget, and ensure acquisition and life cycle
managenent for VI equi pnent, systens and material in accordance
with the VI Equi pnrent Managenent Instruction (authorized in
paragraph 1) except for Aircraft Carrier (CV/ CYN) digital photo
| abs supported by Program Executive Ofice for Tactical Aircraft
Systens (PEOTACAI R ( PMA-241)).

(8) Ensure VI equipnent and i nventory nmanagenent conplies
wi th NAVCOMPT and NAVSUP property managenent directives to

Encl osure (1)
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i nclude acquisition, inventory and disposition of equipnent as
outlined in the provisions of the VI Equi pnent Managenent
I nstruction authorized in paragraph 1

(9) Coordinate requirements submtted by commands and
activities for new and i nproved VI equi pnent, material,
t echni ques and systens and recommend further T&E to NO9CA.

d. Commander Naval Air Systens Conmand ( COVNAVAI RSYSCOM
shal | :

(1) Provide centralized funding, acquisition managenent,
| ogi stics support and |life cycle managenent for the transition of
Aircraft Carrier (CV/ CYN photo | abs to Digital Photo Labs (DPL)
by Program Executive Ofice for Tactical Aircraft Systens
(PEOCTACAI R ( PMA-241)) .

(2) Provide configuration managenent, and techni cal
inputs to VI Equi pnent and Material Allowance Lists for digital
equi pnent for Aircraft Carrier DPLs.

e. Commanding O ficer, Naval Media Center (NAVMEDH ACEN)
shal |, per reference (b), operate and maintain a single VI and
JVI S production activity for the DON that provides:

(1) Primary VI production, product and services support
to the DON and, as required, other DoD conponents and Federal
agenci es, and;

(2) The central Navy collection and processing point for
di sposition of notion and still nedia record inmagery into the
Def ense Visual Information Center (DVIC) and the National
Archi ves per references (b) and (f).

f. MVIMXSs and VIMs. Refer to the instructions authorized
in paragraph 1 for detail ed guidance on all aspects of the NAVIP

8. Excl usi ons

a. The followng types and uses of VI are excluded from al
provi sions of this instruction:

(1) Phot onechani cal reproduction, cartography, nedical
di agnostic imagery, mcrofilmand m crofiche production.

(2) Command and control information displayed in
conjunction with weapon systens.
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(3) Acquisition of original imagery collected exclusively
for surveillance, reconnai ssance, intelligence only when acquired
by a dedi cated reconnai ssance or surveillance platform
Equi pnment integrated into a dedi cated reconnai ssance coll ecting
platformis also excluded. This exclusion does not include the
processi ng, exploitation, and further reproduction support of
t hese i1 mages.

(4) Productions on the technical, procedural, or
managenent aspects of Navy and DoD cryptol ogi cal operations.

(5) Facilities, services, and products operated or
mai nt ai ned under SECNAVI NST 1700. 10C, including “Navy and Mari ne
Cor ps News”.

(6) Commercial entertainment productions and equi pnent
acquired and distributed by the Navy Mtion Picture Service.

(7) Visual Information equipnment enbedded in non-Vi
systens. The term “enbedded” refers to VI equi pnment which is
specifically designed to serve a dedicated or special purpose or
function within a non-VI system Such VI equi pnent cannot be
physi cal |y separated or operated to performa VI function outside
the non-VI system This VI equipnment is managed as part of that
non-Vl system Such VI equi pnment cannot be physically separated
or operated to performa VI function outside the non-VlI system
(e.g.; equipnent used in special training applications, VI./VT.,
medi cal diagnostic imging, telenedicine, sinmulation and
i nt egrated courseware/software).

(8) Equi pment of a VI nature acquired with non-
appropriated funds.

(9) Individual VI activities and their equipnment,
products, and services when funded by research, devel opnent, test
and eval uati on (RDT&E) organi zations and used solely to support
research m ssions.

b. If VI products excluded in subsections 9a(1) through
9a(4) and (9) are used in generating a subsequent VI product such
products shall be subject to all provisions of this instruction.
VI products excluded fromthe provisions of this instruction are
not excluded from forwardi ng records in accordance with reference

(d).

c. Although standard equi pnmrent managenent practices apply to
all Navy equi pnent, the specific provisions of this instruction
do not apply to certain types or uses of VI equipnent as foll ows:
Encl osure (1)
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(1) Training and synchroni zation apparatus related to
i nstrunent ati on recordi ng;

(2) Equi prent procured by and for broadcasting purposes
and for “Navy and Marine Corps News”;

(3) I'magi ng equi pnrent such as industrial, medical and
dental x-rays, CT Scans, MRls, etc.;

(4) Visual Information equi pnent used by adm nistrative
and security offices solely for identification (1D) purposes;

(5) Ofice-related support equipnent including: word
processi ng equi pnent; tel ephone answering devices; xerographic
equi pnent; and m crof orm production and using (view ng and
printing) equipment;

(6) Surveillance and nonitoring systens including cl osed-
circuit television, testing and nedical |ife-support purposes;

(7) Audi o addressing or pagi ng systens.

(8) Equi pnent dedicated to the Pilot Landi ng Assi st
Trai ning (PLAT) Systens, secure flight crew briefing systens, and
nmet eorol ogi cal information systens;

(9) Historical equipnment preserved in nuseuns;

(10) Photonechani cal reproduction equi pnent
(l'i thographic) and graphic arts equi pnment used solely for the
production of illustrations, graphs, or charts produced for the
sol e purpose of printing in a publication through a |ithographic
process. Equi prent which supports both printing and graphic arts
i's not excluded.

9. Action. Al Navy activities shall inmediately inplenment this
i nstruction.

10. Reports and Fornms. See the |nmagery Managenent Instruction
aut hori zed i n paragraph 1.

Di stribution:
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SNDL, Parts 1 and 2

SECNAV/ OPNAV Directives Control Ofice
Washi ngton Navy Yard, Bldg. 200

912 M Street SE

Washi ngton dc 20374-5074 (60 copi es)

Chi ef of Naval Operations
2000 Navy Pent agon
Washi ngt on DC 20350- 2000 (250 copi es)

Commandi ng O ficer

Naval Medi a Center

Bl dg. 168, Naval Station Anacostia
2701 South Capitol Street SW

Washi ngt on DC 20373-5819 (200 copi es)

Def ense Phot ogr aphy School
Bl dg. 1500
Pensacol a FL 32508- 7500 (200 copi es)

Order from

Naval Inventory Control Point

Cog “I” Materi al

700 Robbi ns Avenue

Phi | adel phia PA 19111-5098 (500 copi es)

Encl osure (1)
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COW TTEES, WORKI NG GROUPS, AND PANELS
Navy Vi sual Information Steering Commttee (NVISC

1. The purpose of the NVISCis to advise and assi st the Speci al
Assistant for Public Affairs Support (NO9C) on VI policy,
pl anni ng, managenent, and standardi zati on.

2. The NVISC is a pernmanent body consisting of a representative
fromthe Chief of Information, the Ofice of the Assistant for
Visual Information (NO9C4), ClI NCLANTFLT (N3VI), ClI NCPACFLT
(N315), COWAVRESFOR (Code 40), BUMED ( MED-05B2), CNET ( NETPMSA
(72)), ONI (34), FLTI MAGCOWAC and PEOT (PMA-241). The Chair
shal | be appointed by the Special Assistant for Public Affairs
Support (NO9C) or his/her designated representative. The CNO
(NO9C4) shall provide an Executive Secretary who shall be a non-
voting nmenber with the responsibilities of recording the m nutes
and handl i ng assigned adm nistrative duties. Tenporary
representation may be invited for specific purposes and peri ods.

3. The NVISC neets sem annually or as requested by a nenber.
4. Working groups of the NVISC are as foll ows:

a. The Navy Visual Information Standardi zation Panel
(NVI SP) reviews and nakes recommendati ons on VI standards and
policies for the standardi zation of VI resources and to apply
appropriate standardi zati on policies. The NVISP serves as a
forum for exchanging informati on and devel opi ng st andardi zati on,
t echnol ogy pl anni ng and associ ated i ssues.

(1) The NVISP is a permanent working panel consisting of
a representative fromthe Major Claimants |listed in paragraph 2
above. The CNO (N09C4), or designated representative, shal
appoint a Chairman. Tenporary additional representatives from
t he Navy Conponents and ot her organi zati ons nay be designhated as
non-voting nmenbers to provide assistance on VI standardi zation
and related issues or invited for specific purposes and peri ods.
Wor ki ng groups may be fornmed to deal with specific tasks.

(2) Non-CGovernnent Standards (NGS) should be used to the
maxi mum extent practicable. NAVISP shoul d enphasi ze the adoption
of Commercial Of-The-Shelf (COTS) and non-devel opnental itens in
preference to devel opi ng Navy-uni que nmateri al .

(3) The NVISP shall review and recomrend NAVI P represen-
tatives to serve on applicable elenents of the ANSI and ot her
International, National, U S. and DoD standards organi zations.

(4) The NVISP shall neet at |east annually or as re-

Encl osure (1)
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gquested by a nenber.

5. The NVI SC shall charter such other working groups as may be
required to address specific itens of interest.

Encl osure (1)
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VI SUAL | NFORVATI ON (V1) DEFI NI TI ONS

Adopt ed AV Production. An AV production produced or comrercially
acqui red by one Conponent or Federal agency that a DoD Conponent
obtains for its internal use.

Architecture. |Is used here to describe the structure of com
ponents (or elenents), their relationships, and the principles
and gui del i nes governing their design and evol ution over tine.
Techni cal architectures deal wth hardware and software systens
and how they are designed and configured. Process architectures
deal with how and what business practices are carried out to
acconplish a function.

Armanent Delivery Recording. Mdtion picture, still photography,
and video recordings show ng the delivery and inpact of ordnance.
This differs fromreconnai ssance imagery in that it records the
act of delivery and inpact and nornmally is done by the weapon
system delivering the ordnance. Used primarily for eval uating
strike effectiveness and for conbat crewtraining. It is also
one of the principal sources of over-the-target docunentation in
force enpl oynents.

Audi 0. Relates to recording, production, and reproduction of
sound, especially the sound portion of a VI production (e.g., a
notion picture, videotape, or slide and tape).

Audi ovi sual (AV). One or nore of the various audio or visual
medi a other than traditionally printed materials such as books.
I ncl uded are still photography, notion photography, videography,
audi o recordi ng and pl ayback, graphic arts, presentation

servi ces, and associ ated support services.

Audi ovi sual (AV) Producti on. An AV production is distinguished
fromother VI productions by the conbination of notion nmedia with
sound in a self-contained, conplete presentation, devel oped
according to a plan or script for the purpose of conveying
information to, or communi cating wth, an audi ence. |Includes
IVD. (See "VI Production"” for the definition of all other forns
of production.)

Audi ovi sual based. 1Is those neans and products using the senses
of hearing and sight either separately or in conbination to
communi cate ideas or information audiovisually. Not included are
books, newspapers, nmagazi nes, brochures, and other printed
docunent s.

Benefit Cost Analysis. Part of an on-goi ng nmanagenent oversi ght
process to ensure proper allocation and efficient use of resourc-

Encl osure (2)
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es to acconplish agency m ssions by conparing the val ue a process
adds to the mssion in relation to its cost to perform

Cabl e Tel evision System (CATV). Distributes one or nore televi-
sion prograns by nodul ated radi o frequency or other signals
through a cable distribution systemto standard tel evision or
radi o recei vers of subscribers who pay for such service. CATV
facilities are commercially owned and oper at ed.

Centrally Managed. A single organization unit or comand which
determ nes requirenents, provides approval authority, sets
standards, acts as an inventory manager or control point, budgets
and procures for nmultiple users.

Centrally Procured. Procurenent of material, supplies, or
services by an officially designated command or agency with funds
specifically provided for such procurenent for the benefit and
use of the entire conponent or, in the case of single managers,
for the mlitary departnents as a whol e.

Cl earance. The procedures used to determ ne rel ease authority
for VI products or information proposed for public dissem nation.
This involves determ nation that the product or infornmation has
no classification, policy, legal, or copyright restrictions that
woul d preclude public access.

Closed Circuit Television (CCTV). Point-to-point signal trans-
m ssion by cable or directional radiation where the audience is
limted by physical control or nonstandard transm ssion.

Conmbat Canera (COMCAM . VI docunentation covering air, sea and
ground actions of armed forces in conbat and conbat support
operations, and in related peacetine training activities such as
exerci ses, war ganes, and mlitary operations. (See "Video Docu-
ment ati on").

COMCAM  The acquisition of still and notion imagery of mlitary
exerci ses, operations and operations other than war in support of
t he Navy, National Conmand Authority, CJCS and Conbat ant Com
mands.

COMCAM Forces. Rapid depl oyable teans, specially trained and

equi pped to acquire, process and transmt classified and uncl as-
sified still and notion inmagery.

Encl osure (2)
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Comrercial Activity (CA). An activity operated and nanaged by a
DoD Conmponent that provides to the Governnent products or servic-
es which are available fromprivate comercial sources.

Comrercial VI Production. A conpleted VI production, purchased
off-the-shelf, i.e., fromthe stocks of a vendor.

Commruni cations process. The exchange of ideas, data, and infor-
mation, regardless of the fornms or technol ogi es used.

Comput er Generated G aphics. The production of graphics through
an el ectroni c nmedi um based on a conputer or with conmputer tech-
ni ques.

Consul tation Services. The process of seeking or offering
pr of essi onal or expert advice, guidance, or information.

Contract VI Production. A VI production produced by a commerci al
producer under contract to the DoD

Custoner Representative (CR). The CR represents the requesting
Conmponent or Agency at the production activity; ensures that the
script and production conformto Conponent or Agency policy and
obj ectives; has approval authority over script and production at
established m | estones; works with the Conponent or Agency's
Techni cal Advisor and the production activity's Project Oficer
to determ ne or arrange for production |logistics support (person-
nel, facilities and equipnent). (See "Technical Advisor".)

Dedi cated VI Activity. A VI activity whose products and services
are provided only to a specified organi zation or function.

I ncl udes activities within deployable elenments of the operating
forces.

Def ense Automated Vi sual Information System (DAVIS). A standard

ADP systemutilized throughout the DoD for VI managenent purposes
at DoD Component and maj or command |l evels. It includes a produc-
tion data base covering production, acquisition, inventory,

di stribution, product status, and archival control of AV produc-

tions and VI materials; and a VI facilities data base that

i ncludes activities, facilities, personnel, and funds.

Del i berate planning. Planning concerned with inplenenting opera-
tions and managenent acti ons.

Direct Cost. Any itemof cost (or the aggregate thereof) which
may be identified specifically with any objective, such as a
product, service, program function, or project; usually, but not

Encl osure (2)
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necessarily, limted to itens of material and | abor. The

di stinction between direct and indirect costs is often arbitrary
or i s based on conveni ence and cost accounting sinplicity w thout
sacrifice of reasonable accuracy in overall costs of specific

obj ecti ves.

Di ssem nation. The NAVIP initiated distribution of VI products
or information to the public.

Distribution. The NAVIP initiated forwardi ng, sending or circu-
lating of VI products and information for internal use or to
ot her governnental agencies.

DoD Conponent. An organi zation that is part of the office of the
Secretary of Defense (and its field activities), one of the
Mlitary Departnments, part of the Organization of the Joint
Chiefs of Staff, one of the Defense Agencies, or one of the

Uni fied and Specified Conmmands.

Duplication. The making of copies froman earlier generation of
VI materials including all copies beyond the original or master

copy.

El ectronic News Gathering (ENG. A formof electronic journal-
ism The application of a portable video systemto record
newswort hy events.

End-1tem (Equi prent). A final conbination of products, conponent
parts, or material that is ready for its intended use (e.g., a
phot ographic enlarger with | enses and negative carriers).

Environnment. The aggregate of external procedures, conditions,
and objects that affect the devel opnent, operation, and nainte-
nance of an information system

Eval uation. The process used to determ ne the anount, val ue, or
benefit of an entity or function.

Executive Agent. A DoD Conponent to which responsibilities and
authority have been assigned to carry out certain duties central -
Iy that woul d otherwi se be exercised by the DoD Conponents
individually. An official or office delegated adm nistrative or
supervisory responsibility to execute the provisions of a |law or
governnment directed prograns or duties.

Filmor Video dip. Alimted formof VI product. An assenbl age
of notion picture footage or videotape (usually docunentary) in
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continuity, usually without editorial or optical effects, and
normal Iy wi thout audi o except that recorded during the docunenta-
tion using single systemsound or video recording. Sinple titles
may be used for identification purposes.

Graphic Arts. The design, creation, and preparation of two and
t hree di nensi onal audi ovi sual based products including charts,
graphs, posters, and visual materials for VI productions, VI
products, printed publications, displays, presentations, and ex-
hi bits prepared manually, by machine or by conputer.

| dentifiable Additional Costs. Costs incurred to support the
custoner that are above the suppliers normal operating costs.

| magery. The imtation, copy, or representation of a person,

pl ace, or entity captured, depicted, fixed, recorded, drawn, or
stored on a photochem cal, electronic, electro-optical, or
mechani cal medium for the purpose of reference, display, trans-
m ssion, storage, or distribution to comuni cate ideas or infor-
mat i on.

Indirect Costs. An itemof cost (or the aggregate thereof) that
is incurred for joint objectives and may not be identified
specifically with a single final objective, such as a product,
service, program or project.

I nformation. Any conmuni cation or representation of know edge
such as facts, data, or opinions in any form including textual,
numerical, graphic, cartographic, narrative, or audi ovisual
formns.

I nf ormati on Conmuni cati on Process. The set of rules or proce-
dures used to collect, process, maintain, transmt, and dissemn -
nate i nformation.

| nf or mati on Resour ces. Refers to both NAVIP i nfornmati on and
i nformation technol ogy.

| nformati on Technol ogy. Means the hardware and software systens
regardl ess of the technol ogy involved that are operated to
acconplish a NAVIP information rel ated function.

Intelligence Report. A VI report. An assenbly of VI docunenta-
tion prepared to fulfill a duly assigned responsibility for
intelligence collection, analysis or dissem nation.

Interactive. Refers to VI productions designed for conmunication
applications in which viewers can nake deci sions pronpted by
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choices offered in the programwhich trigger further information
and feedback to be presented.

I nteractive Videodisc System (1VD). A visual nediumfor instruc-
tional delivery that enploys the integration of videodisc or
conpact disc wth conmputer technol ogies to provide a high degree
of interaction between the student and the instructional program
| VD uses a conputer driven videodi sc or conpact disc player to
random y access sel ected sequences of frames to present visually
based i nteractive courseware.

| nt eragency Support. Support provided by a Mlitary Departnent
or Federal agency for another MIlitary Departnent or Federal
agency.

| nventory Control Point(ICP). An organizational unit or activity
which is assigned the primary responsibility for the materi al
managenent of VI material, products, productions, and records.

Mat erial inventory managenent includes catal oging direction;

requi renents conputation; procurenent direction; distribution
managenent ; di sposal direction; and, generally, rebuild direc-
tion.

Joint-Interest Production. A VI production in which each of two
or nore DoD Conponents share sone degree of interest, contribute
support and intend to use.

Joint Visual Information Services (JVIS). VI services operated
and mai ntai ned by a DoD Conponent to support nore than one DoD
or gani zati on.

Life cycle managenent. A nmanagenent process that governs a
process or systemfrom conception to final disposition.

Linear. Refers to video editing in which each shot or scene is
recorded in sequence to create a conplete presentation. By
contrast non-linear video editing devices allow for scenes to be
sel ected in random order and then be assenbled electronically
into the final sequence.

Maj or Cl ai mant VI Managenent O fice (MCVIMO). A staff office at
the Maj or C ai mant managenent | evel, which prescribes and re-
qui res conpliance with VI policies and procedures and revi ews
oper ati ons.

Mechanism A particul ar technique or technol ogy for inplenenting
a function.
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M xed Media. A conbination of one or nmore VI nedia and one or
nmore non-VlI nedia, such as a filmstrip and acconpanyi ng printed
mat eri al .

Motion Media. A series of images, viewed in rapid succession
giving the illusion of notion, obtained with a notion picture or
vi deo canera

Multi media. A conbination of nore than one VI nediumused in a
si ngl e producti on.

Naval |1maging. The collection, processing, storage, retrieval
and exploitation of representations through photographic, elec-
tronic or electro-optical neans in support of Navy m ssions and
tasks. The termincludes the DoD term "Visual Information".

Navy Conbat Canmera Program A uniform systematic, and conpre-
hensive life cycl e managenent programto provide and insure

avai lability of conplete, accurate, tinely, and accessibl e visual
information records of United States naval mlitary operations
and activities for decision nmaking, historical and other uses.

Naval Visual Information Program (NAVIP). Al of the VI func-
tions individually or collectively in the NAVIP and their
processes and el enents, including products, services, resources,
organi zati ons, and information, and their governing and control -
I i ng nmechani sns.

Oficial NAVIP I magery. All photographic and video inmages,
regardl ess of the mediumin which they are acquired, stored, or
di spl ayed, that are recorded or produced by persons acting for or
on behalf of NAVIP activities, functions, or m ssions.

Oiginal. The initial photographic image, photographic or
magneti ¢ sound recording, or video recording as conpared with
subsequent stages of duplication. Frequently referred to as
record (VI) material.

Oper ati onal Docunentation (OPDOC). VI docunentation of activi-
ties to convey information about people, places and things. It
i's general purpose docunentation normally done in peacetine.
(See "VI Docunentation").

Optical Instrunentation. Use of optical systens, coupled with
phot ographic or tel evision recording devices that may include
audio, to record scientific and engi neeri ng phenonena for nea-
surenent and analysis. It may include the recording of data to
correlate optical images to tine or space positions, or other
engi neering data.
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Performance Measures. A significant neasure used on its own or
in conbination with other key performance indicators to nonitor
how well a business is achieving its quantifiable objectives.

Perforners. Persons who play dramatic roles, narrate (on or off
screen), pose or otherw se performin VI productions.

Per manent VI Record Material. Those VI products which docunent

t he organi zation, functions, policies, procedures, personalities,
essential transactions, and significant m ssion and support
activities of the DoD, a DoD Conponent, or a subordinate el enent
thereof. Includes those VI products containing information that
IS unique in substance, arrangenent or nmanner of presentation;
depi cting phenonena; utilizing or depicting new technol ogy;
representing an advance in the state-of-the-art; and/or having
current or potential value froman historical perspective.

Phot ogr aphy. The process or art of rendering optical inages on
sensitive surfaces by electronic or chem cal action stimnmulated by
light or other fornms of radiant energy such as x-rays or infrared
radi ati on.

Phot oj ournalism (PJ) (PHQJO . Conveying a story through stil
phot ography of a significant DoD event, nornmally to support the
news nedia or internal DoD publications.

Pl anni ng. The process of plotting or designing a schene of
arrangenents of nethods, actions or procedures to be inpl enented
to acconplish a project or defined purpose.

Preprint Material. For notion picture, all original picture and
sound material, organized in finished, synchronized form as
matrices for the reproduction of projection prints directly from
"A" and "B" rolls or froman internegative. (The equivalent in
video is the edited nmaster.)

Process. A definition of how and i n what sequence one or nore
busi ness functions are to be carried out in a system A business
function is what a business needs to do; a process is what a
system needs to do; a nmechanismis how the system does it.

Production Costs. Al direct and indirect costs incurred from
the tinme of activation through approval of the first acceptance
copy of the production. This does not include the cost of copies
for distribution.
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Production Files. The textual records which pertain to each VI
pr oducti on.

Proprietary VI Production. A conpleted VI production, including
| VD, acquired froma proprietary source, either profit or
non-profit. Includes commercial VI productions.

Ready Access File. A collection of VI products, in one or nore
formats, for which there is a frequent requirenent, which are
mai nt ai ned at a custoner service point for issue to authorized
custoners at the tinme of request to reduce delays in service.
Once in a ready access file, itens may be kept in this status as
| ong as demand justifies.

Rel eased. Refers to the determ nation nmade by the NAVIP that a
NAVI P VI product is authorized to be provided to the public.

Reproduction. The maeking of copies froman earlier generation of
VI materials. It includes all copies beyond the original or
mast er copy.

Retrieval. The processes associated with recovering or wthdraw
ing VI materials frominterimor archival storage or filing.

Seaml ess. A mechanismin which its operating processes and
connections are transparent to the user.

Sem -current Records. Records, not qualifying as current re-
cords, required so infrequently in the conduct of current busi-
ness that they should be noved to, and maintained by, a records
center.

Still Photography. The nmediumused to record still imagery;
i ncl udes negative and positive inmages.

Strategic planning. The planning that provides for broad | ong
term gui dance to shape the direction and set priorities for a
function or organi zati on.

Tangi bl e audi ovi sual based end-itens. The NAVIP VI Products
resulting fromacconplishing the NAVIP

Techni cal Advisor (TA). A conponent or agency representative
havi ng detail ed know edge of the subject matter of a VI produc-
tion requested by a Conponent or Agency. He is assigned to
assi st the production activity by ensuring technical accuracy of
a production script and the production itself. Additionally, the
TA, with the Command Representative and the production activity's
project officer, is responsible to arrange for production |ogis-
tic support (personnel, facilities and equi pnent).
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Techni cal Docunmentation (TECDOC). VI docunentation (with or

w t hout sound as an integral docunentation conponent) of an
actual event nmade for eval uation purposes. Typically, TECDOC
contributes to the study of human or nechani cal factors, proce-
dures, and processes in the fields of nedicine; science; |ogis-
tics; research, devel opnent, test and evaluation; intelligence;
i nvestigations; and armanment delivery.

Techni cal CGui dance. Specialized or professional guidance and
direction exercised by an authority of the naval establishnent in
technical matters.

Techni cal Report. A VI report. An assenblage of TECDOC (still
or notion nedia) to report on a single mssion or project-related
event .

Video. Electronic recording and playback of inmagery.

Vi deography. Recordi ng, processing, or displaying visual inmagery
el ectronically.

Vi deo-tel econferencing. Two-way el ectronic voice and vi deo
communi cation between two or nore |ocations; may be interactive
voi ce and video, or two-way voi ce and one-way vi deo; i ncludes
full-notion video, conpressed video, and freeze (still) frane
vi deo.

Visual aid. A type of VI product in any of the audiovisual based
formats designed to hel p comrunicate i nformation

Visual Information (VI). Use of one or nore of the various
visual nmedia with or without sound. VI includes still and notion
pi cture, photography, video recording with or w thout sound,
graphic arts, visual aids, nodels, displays, visual presentation
servi ces, and the support processes.

Visual Information System Equi pnment or a group of equi pnent
conponents (including IVD and/or visually based equi pnment) which
perfornms a VI function, produces a VI product, or provides a Vi
servi ce.

VI Activity. An organizational elenment or a function within an
organi zation in which one or nore individuals are classified as
VI, or whose principal responsibility is to provide VI services.
VI activities include those that do the foll ow ng:
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a. expose and process original photography;

b. record, distribute, and broadcast electronically (video
and audi o) ;

c. reproduce or acquire VI products;

d. provide VI services;

e. distribute or preserve VI products;

f. prepare graphic artwork;

g. fabricate VI aids, nodels, and displays;

h. provide presentation services or manage any of these
activities.

VI Distribution. The catal oging and distribution process of the
central distribution activities and the | oan operations of base
VI activity libraries. The processes used to convey VI products
to users.

VI Docunentary Activity. The process of objective factual
capture and recording of events or activities using audiovisual
based i magery and audi o.

VI Docunentation (VIDOC). Mdtion nedia, still photography, and
audi o recording of technical and non-technical events, while
occurring, and usually not controlled by the recording crew

VI DOC enconpasses COMCAM OPDOC, and TECDOC

VI Equi pnent

a. Production. Itenms used for the recording, producing,
reproduci ng, processing, broadcasting, editing, distribution,
exhibiting, and storing of VI. Includes professional still,
notion picture and video caneras; editing equi pnment, telecine
equi pnent, audi ot ape and cassette duplicators; conputer generated
graphics systens; filmand paper processing equi pnent photograph-
ic printers.

b. Non-production. Itenms used to maintain, repair, store,
retrieve, exhibit or otherw se provide for the use of VI prod-
ucts. Includes videotape/disc players and tel evision nonitors;

interactive video equipnent; slide, filmstrip;, notion picture,
over head, opaque and vi deo projectors.
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c. Oher. Wen itens that could otherwi se be identified as
VI equi pnent are an integral part of a non-VlI system or device
(exi sting or under devel opnent), they shall be managed as a part
of that non-VI system or device.

VI Facility. A building or a space within a building or ship,
owned or operated by the Federal Governnent, that houses an
authorized VI activity. Transportable or portable VI equipnent
(such as a video recording van or portable VI equi pnent used in a
tenporary housing) also shall be classified as a VI facility.

VI Functions. The individual VI processes of photography,

vi deogr aphy, graphic arts, VI production, duplication, distribu-
tion, records preservation, presentation and related technical
services that support the NAVIP and its m ssions.

VI Library. A VI facility which |oans and maintains VI nmedia and
equi pnent .

VI Managenent O fice (VIM). A staff office at the CNO mgjor
claimant (MCVIMD), mmjor command or ot her managenent | evel, which
prescribes and requires conpliance with policies and procedures
and revi ews operations.

VI Materials. A general termwhich refers collectively to all of
the various VI still and notion filns, tapes, discs, or graphic
arts. Includes the original, internediate and nmaster copies, and
any ot her recorded inmagery.

VI Managenent O fice (VIM). A staff office at the conponent
headquarters, major conmand or equivalent, or at other nanagenent
| evel s which prescribes VI policies and procedures and revi ews
and oversees its portion of the NAVIP

VI Personnel. Personnel possessing professional and technical
know edge, skills, and qualifications to performor support the
VI functions.

VI Production. The process of conbining or arrangi ng any sepa-
rate audi o or visual product(s) in continuity in a self- con-
tained, conplete presentation that is devel oped according to a
pl an or script for conveying information to, or comrunicating
with, an audience. A VI product is also the end itemof the
production process. The special kind of VI production that
conbi nes notion nedia with sound is further defined as "AV
production.” Used collectively, VI production refers to the
functions of procurenent, production, or adoption from al

Encl osure (2)

24



OPNAVINST 3104.XX
DRAFT

sources; i.e., in-house or contract production, off-the-shelf
pur chase, or adoption from another Federal agency.

VI Products. VI nedia elenents such as notion picture and stil
phot ogr aphy (phot ographs, transparencies, slides and film
strips), video and audi o recordings (tape or disc), graphic arts
(1 ncludi ng computer generated products), nodels, and exhibits.
The "VI production” is a unique formof VI product and usually is
addressed separately.

VI Records. VI materials, regardless of format, and rel ated
textual records produced by the NAVIP

VI Records Center. A facility, sometines specially designed and
constructed, for the |l owcost and efficient storage and referenc-
ing of sem-current records pending their ultimte disposition.

VI Report. VI docunentation assenbled to report on a particul ar
subj ect or event.

VI Records Center. A facility specially designed for efficient
| ow-cost tenporary storage, referencing, and retrieval of VI
records prior to final disposition.

VI Resources. The personnel, facilities, equipnent, products,
budgets, and supplies which conprise the NAVIP

VI Services. Those actions of the NAVIP that:
a. Result in obtaining a VI product;

b. Support the preparation of a conpleted VI production such
as phot ographi ng, processing, duplicating, sound and vi deo
recording, instrunmentation recording, filmto video transferring,
editing, scripting, designing, and preparing of graphic arts;

c. Support existing VI products such as distribution and
records center operations;

d. Use existing VI products, equipnent, equipnent mainte-
nance, and activities to support other functions such as projec-
tion services, operation of conference facilities, video-telecon-
ferencing, or other presentation systens.

VI Support Center (VISC). The VI activity that provides general

support to all installation, base, facility or site organizations
or activities. It may include: notion picture, still photo,
tel evi sion and audi o recording for non-production docunentary
pur poses, their |aboratory support, graphic arts, VI library and

presentation services.
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VI System Equi pnent or a group of equipnent (including |IVD
and/ or visually based equi pnent) which perforns a VI function,
produces a VI product, or provides a VI service.
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